STATE . . OFFICE OF BRCRETARY OF BSTATE
oF Application for DEPARTNERT OF ARCHIVES & EIGTORY o

, Appliceticn Date IaSTRUCIIQNS: | See separate inatructions for completion of ] FOR RECORDS MANAGEMENT nmsxou USE

9/12/1975 front and revarss of thip form. Sign original and two copias Date Received Application Wo. Date Compl
A‘ency Applicetion Ro. and forvard to Department of Archives and Nistory, Attention:

i .
OAS 7 Records Management Officer.

AG!ICT Divieton, ‘?uhdivl-lon 4 Admlinistering Office Addrens Person to Contact
. :

Department of Natural Resources

Office of Administrative Serv1ces' property contro] Ed Webb
270 Washington Street, S.W. 801- A T -
Atlanta, Georgia 30334 Prop. f’f I1 '

7 .ACTION REQUESTED

RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIP

X ] ESTABLISH DISPOSITION STANDARD; E] DISPOSE OF PRESENT ACCUMULATION;

ATED.

M PRRREE n— _

. Earliest & Latest |9. Exa#t Series Title
Dates of Series

1974- date DEPARTMENT STATE PETROLEUM CREDIT CARD REQUEST FILF

10 What is the functlon of the office in which thls record séries is created?

The Office of Administrative Services provides centralized administrative serwices for the
Department in the areas of accounting, personnel. and general services which includes
budgeting, purchasing, property control, records management, and general office services.

11. This file contains the following documents (include form numbers and tltles, if any,
and file arrangement). :

ﬂocuments relating to: the issuance and maihténance of official State Petroleum Credit
: Cards by the Department of Natural Resources

Included are: O@fficial State Petroleum Credit Card Request (DNR Form 10) and Request
for State Credit Card (n0 form #).

File is arrénged: alphabetically by deph¥it¥ntal Unit

ATTACH SAMPLES OF THE FILE
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12 . . EQUIPMLENT ACCUPTED 7 ;o. of Dravers Cu. Pt. of Records Wo. of Drawers Cu. Pt. of !e_f_o_rh
L - . ' QIIUAL RATE OF ACCUMULATION
etter-alre Fille Dravera N N
1 1% - fless than 1
: In Qfficels) In Storage Area{s)
Legal-size Tile Dravers Fioor Spece Qceypied [Sguare FPeet) - — -
This Last Precedingfall Prior
ear"n Year ' Year's Years'
AVERAGE DATLY REFERENCES 15 15
ra: -50 Kx . R oy - ' N
\ A s Ve 0y R S . . ;
i 3. . S # = - . . . \‘
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— PAGE 2

Fr — = w'ﬁ - —— = = = eSS = = T 5.5 =
QUESTIONNAIRE Place sn "z" in the proper column. If ansver §s "YES, plesse explain YES NO
13. Is this the Record 00p¥ of the series? | X1 [
. i\
14. Is there a duplication of this series in another office or agency? . : [ 1 [X]
\ x
15. Is the information contained in thls series ever summarized or published9 [ 1 [X]
Attach copy of summary or publlcatlon
16. Does the series contain classified information requiring securlty handllng9 [ 1 [X]
17. Does the series initiate, amend or terminate agency policies and procedures? [ ] [X]
18. Could the function be performed if the files were lost or destroyed? 1 v
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 [X]
20. Does the record series}provide data as input to an EDP file? [ 1 [X]
B 21. Does the record series contain documentatlon produced as EDP printout? [ ] [X]
22. Has the Federal Government issued instruetions governing the retention/dispo- .[ ] [X]
sition of these files?
23. Will there be a need for these records 10, 15 years from now? If yes, what? [ 1 [X]

2h. REQUIREMENTS. The following requires the files to be kept (see below) .

a.[ ]STATE b.[]STATUTE OF c.[]AUDIT d.[]FEDERAL  e.KJADMINISTRATIVE f.[JHISTORICAL
LAW LIMITATION PERICD LAW DECISTION VALUE
| (Cite Law, Statute, or other reason for the retention requirement)

Individual credit card is issued for each vehicle., Credit card records not needed once
vehicle has been turned in to Surplus ProperTy Division,

A S , —
| | 25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
: of each -[]CALENDAR YEAR -[JFISCAL YEAR ~[K]OTHER . . ,then:
KX] Hold in the current files ares month(s)/ year(s): Other
[ ] Transfer to [ ] State Records Center [ ] Local Holding Area; hold year(s):
[ ] Destroy.
[ ] Transfer to State Archives for permanent retention.
[ ] Destroy immediately after cut-off.
"KX] other: (Specify) ~Hold in current files area until vehicle is turned into D.0.A.S.
State Surplus Property Warehou$e; then destroy/records for
that vehicle, Gved. y
NOTE: Credit Card will be destroyed when vehicle is turned into D.0.A.S. State
Surplus Property Warehouse.
(Indicate briefly rationale for recommendations above/or write additional remarks):
Records I" P Offwe" Signature] géat% OTHER REQUIRED SIGNATURES DATE
- d / /iA .
26. R@kommenddtions [Agency Bead/Designe ’ . / _
in paragraph 25 Approved Disapprovedd A {0 L :S/-Lg_
are: ate Auditor/Designee \Clﬂyo -
- [171 Approved [ 1 Disapproved *\‘ “\ A~ \A\v}*'f){
STATE RECORDS SM State/Designee )
COMMITTEE [ d [ zl/Dis@pproved V/r - 0 W\ 92 -7§
Attgrhey General/Designee
L _ [} Approved [ ] Disapprovedl¥” /4 {/} /)‘ ,Lﬁﬁ 4 [0V
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